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Office of Finance and Accounting
201 Administrative Services Center, P.O. Box 757920, Fairbanks, AK  99775-7920

TO:  	UAF Financial Managers, UAF Travel Coordinators, UAF Admin Assistants	

FROM: Rachel Jeppsen, Transaction Manager
		
CC:	Jason Theis, Director, Office of Finance & Accounting
	Amanda Wall, Interim Associate Vice Chancellor for Financial Services	
		
[bookmark: _GoBack]DATE:	June 25, 2019	

RE: 	Concur Travel Implementation Important Dates and TEM Discontinuance 

Thank you for your enthusiasm and hard work as we continue to roll out use of the new travel processing tool, Concur! We’ve trained more than 850 UAF travelers since the implementation began last November; and more than 700 trips have been requested using Concur. Moving all travel spend to Concur will increase efficiency, transparency, and deepens vendor discounts to travelers and the university. Please note the following important Concur dates: 
· Beginning July 1, 2019, Concur will also be available for students and guests. Instructions for using Concur to process non-employee travel will be published in a separate communication. 
· The target date for full implementation of Concur for all UAF travel is December 31, 2019. 

This timing is fortunate as one of our older travel processing tools will be permanently discontinued at the end of the year. Ellucian, the maker of the TEM program, has announced that TEM will no longer be available for users after December 31, 2109. In order to ensure that all open TEM documents and encumbrances are resolved, please note the following TEM deadlines:
· All employee travel that begins after August 1, 2019 should be processed in Concur.
· All TEM expense reports must be submitted to OFA Travel prior to September 31, 2019
· All TEM open encumbrances must be released by December 31, 2019.

Paper travel processing will continue to be accepted for processing as needed, with a tentative cutoff date of March 1, 2020. Please send any questions to ofa-concur-travel@alaska.edu.  
UAF is an AA/EO employer and educational institution and prohibits illegal discrimination against any individual: www.alaska.edu/titleIXcompliance/nondiscrimination. 
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